e Administering the State End of Course Exam using
Paper/Pencil

Step 1. Determining the Date of the Exam

The timeframe for giving the End of Course Exam is determined by
each District.

Some things which should be considered when scheduling the test:
® |s your school on a block schedule?

=  The State-Created End of Course Exam covers material from the
entire course. It is important to consider this when scheduling
the End of Course Exam so students have had time to learn
what is covered on the test.

= Students have two opportunities to pass the Credit Earned
Before Grade 9. Be sure to allow for students to take the test a
second time if needed. Refer to Page 65 — Retaking the End of
Course Exam. Note: Credit by Exam may only be taken one time.

= Keep in mind other tests the student will be taking such as the
Dakota STEP.

Step 2. Informing the State when the Exam will be Administered

Once you have determined when the End of Course Exam will be
administered, email the date of administration and the contact
person who is responsible for administering the End of Course
Exam to Carla.leingang@state.sd.us. The Test ID and Exam
Answer Key will be given to this contact person before the date of
the exam. Itis recommended the DOE is notified a minimum of two
weeks before the exam is administered.

Step 3. Security Agreement

Before a district may request the Test ID for the End of Course
Exam, a Security Agreement Form must be signed and sent to the
Office of Curriculum, Technology and Assessment. All faculty and
personnel who have access to this exam must sign the agreement
annually.

The Test Security Agreement is located in Appendix B.
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DEPARTMENT OF EDUCATION, OFFICE OF CURRICULUM,
TECHNOLOGY AND ASSESSMENT RESPONSIBILITIES

Once the state knows when the exam will be given, the state has the
following responsibilities:

e Sending the appropriate person the Test ID and Answer Key

e Maintain an End of Course file which will include all signed copies of the
Security Agreement.

e Add student responses from the state-created exams online to
Achievement Series

e Ensure results for students taking this exam are given to the Department of
Education, Office of Accreditation and Teacher Quality.
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Step 4. Accessing the End of Course Exam
You may access the End of Course Exam after you receive the
Test ID. This can be done by:

e Open your Internet Browser to
http://www.achievementseries.com

e Click on Staff Members

[ PP —————————y =] EGo n

ACHIEVENEN

Welcome to Scantron’s Achievement Series

Login to Achievement Series Achieverr . Serbes from Scantron

V. h-based assessment platform
— Develop and administer testz, capture results, and produce standards-based repods.
~ Collaborate on ibem and tes! development.

< Lise your own Stanton's basad tast items from ather
vandors, or any combination.

— Flexible testing with instant results

- Adrminister ests onling, using Scantron’s OMR scanners, of using off-the-shelf plain paper
scanners.

- Access results immediatety through a variety of online reports.

~ View the data aggregated by class, grade, school, district, or subject—or disanoregated
according to your reporting requirerments.

e Type in your Site ID, Staff ID and Password. Click Login.

s Adminisirative Legin

Site 1D: paoaeTsem

Staff ID: wath
Password: T
_Logn |

e Click on District Tests

THE CLAUS ACADEMY
o, 2 W & 5 o B 3

Home Page

Hally Wreath

= Classroom

-h Classroom Area

/L& Skills Connection Online
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. You will see a list of the Test Drafts that have been created
by your school.

T Publishod Tests  Scheduled Sesslons  Today's Sesslons  Recent Sesslons

Curtent Faldes: | THE CLALIS ACADEMY |
it Bnon LG Count: 3

Type  Test Dok = Locatlen  Giade  Subject  Your Access  Date Created  Yean  Created By

THE 7 Maihematics . L Mamager Inooa Currart  Whraath, Holly
CLAUS
ACADEMY

THE ? Muthematics . & Marager inogs Cusrert | Whrealh, Holly
CLaus
ACADEMY

THE T Mathematics & MWanager Wreath, Holly
CLAUS
ACADEMY

° Click Scheduled Sessions.

NOTE: When you see the following screen there is a new

feature in Achievement Series called Current Folder. The

system automatically defaults to your School. You need to
change the School Folder to the Department of Education

Folder by clicking on the drop down box.

Test Dvafts  Published Tests EITTTICTET T10W Tod

Current Fobdars | THE CLAUS ACADEMY _-]
The current folder contalns no scheduled tests or folders accessible by you,

e  Change the Current Folder from your School to the South
Dakota Department of Education. There will be a slight
pause, the screen will go blank and the list of SDDOE Tests
will appear.
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NOTE: A new feature in Scheduled Sessions is a column called
Test ID. This allows you to see the Test ID’s. For the purpose of
this manual the Test ID’s have been erased because of security.

mlmwu-w o Edwwen | _
i metins idon [71 01255 3] Count 16 Page[T o] o2 22

Tom

Iee  SewslenMame -  TesiMame Tesill  Stadens Caee Acces Scheduied By

wd 0 Pealeg iR 01 Pesiieg | B v} AN 1 TOLOA o Reveswr  bun, Alyis
Escen A Foemm A

Wi [ Fepdeg B 0 Ry 1 R - a BNGF b TOLOE iy Revww Bobon, Tem
EsmB Form B

wd (M Eradegifi- 01 Rwleg 1 R 1 - a BGF i 08 iy Reewewr Bobon, Tem
Eoem A Form &

il D EeafeglB1. 0 Fesfegt B ] BT 1 10000 iy Feswew  Biohan, Tem
Form B Form B

iwd (BeaieglBll: 01 RepfegiR10- Q BT e TR iy Revrews Bobon, Tes
Fomm & Fomm A

## QIFeaieg1B11: O ResfagtR1T- o BT e 108 oy Peverwer  Biohaon, Tem
ExmB Form B

. Locate the End of Course Exam in the list of Scheduled
Tests.

. Click on the Exam.

# 2 SAMPIESTUDENT  SAMPLE STUDENT | 90158 0 | BT 7A108  d Reviewer Shelley, Tracey
IEST TEST

e  You will see the following Screen. Click on the Version Tab.

SAMPLE STUDENT TEST ,

LIS CUATTE TS 0T Versions  Devices  Times  Students  Share

Scheduled Test Information

Properties

Session Name SAMPLE STUDENT TEST

Published Test SAMPLE STUDENT TEST

Test Draft 03 Math - Algebra 3.A.1 - Form A

Require a Secure Test Client Mo

Session Description Mot available

Use Alternating Answer Choices Mo

Versions Version Test ID
A amss

Student Selection Accepl all test rasults.

Session Date Range Stan Date: 8107

End Date: 7/31/08
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e  Click Print Paper Form

Scheduled Test Semion
Vaip,

SAMPLE STUDENT TEST cioss |

Schaduled Tost Vareions on Published Test: SAMPLE STUDENT TEST
i Bmoing

Verbon

A

e Change the font type, font size and questions per page if
needed
. Click Next

s
Selecy Hapant Optians
Siep } ol LCmce | _ Mot |

Salect Prinding Optians
Famt Typs Ilmﬂf 3

Famt Skre iz

dmestiens et Page m

P e | e |

e  Click on View Paper Test Form. You may choose PDF or
Word.
Papar Test Form Printing Optinns
o ::::cz-l;r;tmmnwm Pravous | Close |
POF Link Wi Papér Tl Foem
Ward Link hew Pager Teat Foem
Caution: Editing the test content a1 this stage will tesull in mubiple fornes of the test. Changes made 10 the Werd document will
niot b saved 1o Achlevement Sorles. Plaase save the document locally and distribute as nesded,
= g:::c;l;r;lwm“wlﬂ Pravious (Cinsa I
e  You will then see a copy of the exam which you can print.



Step 5.

Preparing for the Exam

e Assessing Your Need

The Exam may be administered to one student, a small group, or
an entire class. This depends on the number of students taking the
exam and the amount of space available.

e Choosing the Room
o Itis recommended students are tested in a facility that is
familiar to the student.

0 The use of the facility for testing should be coordinated with
staff and administrators so everyone is aware of the
schedule.

e Length of Exam

There is not a time limit for End of Course Exams. Because of Test
Security it is strongly recommended the exam is given in one
sitting.

This is a High Stakes Exam and it cannot be stressed enough the
importance of allowing time for students to take the exam in one

sitting.

April 1, 2008
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Step 6.

Step 7.

Step 8.

April 1, 2008

Use of Calculators

Students will be allowed to use permissible calculators. A list of all
Permissible and Prohibited Calculators are located in Appendix C.

e All students should have access to school-owned or student-
owned calculators for use on the Math and Science Exams

e All students should be familiar with the calculator they are to use
on the exam

e Students may use any four-function, scientific, or graphing
calculator, unless it has features described in the Prohibited list
located in Appendix C

Proctors will be required to modify some of the features of the
calculator before it is used. On the day of testing, proctors should
check each student’s calculator to verify it is a permitted type. Also,
monitor calculator use to ensure the student does not store test
materials in the calculator's memory, does not share calculators,
and uses a backup calculator only if a primary calculator fails.

Use of Formula Sheets and Periodic Table

Formula Sheets have been developed for the state-created End of
Course Exams for Chemistry, Geometry, Physical Science and
Physics. These Formula Sheets and the Periodic Table are located
in Appendix D.

Test Administrator Responsibilities

e Preparing the Room
= Sign the Test Security Agreement
= Ensure the exam is not copied or saved
= Be inthe room at all times

= Understand the End of Course Exam is a high stakes
exam and it is very important to maintain test security

® Provide instructions for taking the exam

= Answer students’ questions regarding directions, but not
test content

® Check that students are working independently

= Report test irregularities on the Test Irregularity Form
(Appendix E).
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Step 9.
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Proctoring the End of Course Exam

e Complete Prior to Testing Day

(0]

(0]

(0]

o

Print exam
Schedule the room for the testing dates and times
Allow enough time for students to take exam at one sitting

Review approved list of calculators (Appendix C)

e Prepare students for the exam

(0]

(0]

(0}

Have students take calculators for appropriate exams
Have students take paper and pencils

Have students bring a book to read in the event they finish
the exam early

e Complete on Day of Testing

Prepare room

Testing rooms should be quiet, well lighted, and well
ventilated

Before testing, remove from the testing site or cover up all
curricular materials that might influence student performance

Place a “TESTING: DO NOT DISTURB” sign on the door
Have a supply of pencils and paper for students to use
Keep track of any student that is absent

Document irregular student behaviors to aid in interpreting
scores

e \What to do When the Students Arrive

(0}

@]

Explain the purpose of the exam: Why are they taking this
exam?

Go over the testing instructions

If Calculators are used ensure the memory has been cleared

If a Formula Sheet or Periodic Table is used, provide each
student with a copy

Explain the Testing Format

=  Number of Questions

=  Types of Questions

= Importance of Answering ALL Questions
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Step 10.

Reporting to the South Dakota Department of Education,
Office of Curriculum, Technology and Assessment

e Score the Exam using the Answer Key provided by the
Department of Education, Office of Curriculum, Technology and
Assessment

e Complete the End of Course Reporting Form (Appendix H) and
return to the South Dakota Department of Education, Office of
Curriculum and Technology

e Send a copy of the student’s state-created End of Course Exam
with responses to the South Dakota Department of Education,
Office of Curriculum and Technology

NOTE: The purpose of sending in the End of Course Reporting Form and the
Exam is so the information can be entered into Achievement Series. The
results will be used to determine validity of the exam and will meet the
requirements of the Administrative Rule Waiver Policy for Credit Earned in
Grades Prior to Nine and Credit by Equivalency Exam.

)

=

south dakota

DEPARTMENT OF EDUCATION

Loarning. Loodership. Sorvico.

————e

0 Gomprnaany Dhive
Fosrre, 50 575012391

T 05 7733034
F o035 7730019
weaw. dos.sd g

Administrative Rule Waiver Policy for Credit Earned in Grades Prior to Mine

May, 2007
and

Administrative Rule Palicy for Earming High Schoeol Credit by Equivalency Exam

May, 2007

Evaluation:

Al the conclusion of the wanvered course, all students that wish to receive high school credit for the
coursework completed must pass an end of course exam. This policy will ba effective in the 2007-2008

school
1)
2)
3}

4}
5)

year and followang. The following guidelines should be noted

If the South Dakota Department of Education (DOE) has an exam available in the waivered
course anea, the Stale exam may be usad

If an exam is not available from the State, the distnct may create an exam, standards-based
when applicable. The exam must be approved by the State before it may be administered

The student must pass the exam with at least 85% proficency

Thi exam may be administered up to two times, per distnct policy

The end of course exam must be passed with proficiency prior to the start of the following school
WEAD

[1]
T}

The school distnct must procior and score the exam

The DOE should recerve a roster of participants, including the students’ name, grade in school,
district attendance center, and percentage an the best attempt of the completed exam before the
start of the followang school year

April 1, 2008
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